Kingwood Center Rental Guidelines


KINGWOOD CENTER RENTAL GUIDELINES

Kingwood Center is a privately endowed institution whose primary mission is to inspire an appreciation and awareness of the art and science of gardening.  Our pristine gardens and grounds, along with our historical buildings, are the key to the continuing success of this mission.  We respectfully ask that you keep in mind the fragile nature of our facilities, and help us preserve them for the enjoyment of others for many years to come. Please read the following guidelines carefully.  Kingwood Center wants your event to be a pleasurable experience.  If you feel these guidelines may limit your vision of your event, you may want to consider another site. Failure to abide by these rules would be considered an abuse of the privilege to hold your event at Kingwood and may result in an unpleasant experience for all of us.

Permissible Events – Weddings, commitment ceremonies, graduation parties, memorial services, and corporate parties are some examples of events permitted on Kingwood Center’s grounds.   All events must follow Kingwood rules and regulations as set forth in these guidelines, and are subject to the terms of a signed rental contract.  All events are subject to review and approval by Kingwood Center for appropriateness.  In observance of Kingwood’s educational mission and non-profit status, any event which is political in nature is not permitted.  Fundraising events that benefit, in part or in whole, any group other than Kingwood Center are not permitted.  Gambling in any form is not permitted.  No events with ticket sales or admission charges are permitted.

Availability – Event venues are available during the following months:

	2011:  April thru October

	2012:  June thru October

Call for available days and times.


Reservation Policies – Reservations may be made no more than one year in advance.  A rental reservation is considered confirmed and binding after the following have been received by Kingwood:

1. A rental agreement signed by the rental party, a Kingwood event coordinator, and the Director of Kingwood Center.
2. A non-refundable rental deposit equal to 50% of the total rental rate.  The balance of the rental rate will be due no later than 60 days before the event. Events booked less than 60 days before the event will require payment in full.

Cancellation: Prior to 60 days before the reserved date, any money paid beyond the 50% non-refundable deposit will be returned to the rental party.  After 60 days no money will be refunded.

Time Frame – The reservation is for the agreed upon time in the rental agreement. All set-up time, photography, ceremony, reception, cleanup, etc. must occur during this time frame unless otherwise exempted in these guidelines, or previously arranged with Kingwood Center.

1. An overtime charge of $100 per half hour will be charged for events that start or end outside of the final approved timeline of the event.  This includes any guests, vendors, or wedding parties arriving early or staying late unless prior arrangements have been made with Kingwood Center. 
2. Tables, chairs, tents, and any other event infrastructure may be set up no sooner than 24 hours before the event, and must be scheduled with the Event Coordinator.

After Hours – Events scheduled to run after normal operating hours are subject to the following: 
1. After-Hours fee:  $75 per hr.  This is to pay for the help needed to stay and keep Kingwood open and secure.
2. All events must shut down by 10:00 p.m. due to city noise ordinances, and in deference to our residential neighbors.  Outdoor lighting is very limited on the Kingwood grounds.  We strongly suggest that lighting be obtained from our rental agent for any event running past sunset.
3. Rental parties, their guests, and vendors must be gone from Kingwood premises within a half hour after shut down.

Event Coordinator – The Event Coordinator is a Kingwood staff member who will work with you in scheduling and coordinating your event.  Any exceptions to these rental guidelines or any rules/regulations that govern the operation of Kingwood Center must be put in writing, and signed by the Event Coordinator and the Director of Kingwood Center, to the extent not already provided in the rental agreement.

Event Supervisor – There will be a qualified member of the Kingwood staff that will be dedicated to your event.  The Event Supervisor will oversee the event’s set-up/tear-down, direct any maintenance or security needs, and oversee any vendors.  Only Kingwood’s designated Event Supervisor may give direction to Kingwood Center staff during the event.  He/she will be on-site during the event, and available by cell phone.

Admission/Parking – The parking fee normally charged to non-member visitors to Kingwood is included in the price of your rental.  Simply have your guests state the name of the party on the rental agreement to the parking attendant, and they will be admitted without charge.  The location of parking for your event will depend on the venue you have reserved:

	For events designated to take place in the Gazebo, Trellis Garden,  Exhibit Hall, or Kingwood Hall Foyer – have your guests enter the Trimble Road gate, and park in that lot.

	For events designated to take place in the Allee/Forecourt, South Terrace & Lawn, or Assembly Room – have your guests enter the Park Avenue West gate and park in that lot.  All cars need to be moved from this lot at the conclusion of your event. During normal business hours your guests are welcome to stay after the event to enjoy our gardens and grounds; however, they will need to move their cars to the Trimble Gate parking lot.

Accessibility – All venues are relatively wheelchair accessible, and every effort will be made to accommodate those with physical limitations or special needs as long as we are given advance notice.  Due to the nature of our outdoor venues, we ask that you discuss with an Event Coordinator any accessibility issues you might have before you select a venue.

Catering – Kingwood maintains a list of approved caterers.  Event food may only be provided by one of them.  This allows us to assure that the vendor is properly licensed and insured along with minimizing delivery traffic from vehicles unfamiliar with Kingwood guidelines.  All catered events must comply with the following:

1. A copy of the signed catering agreement must be on file with Kingwood.
2. No outside food or beverages may be brought in by anyone other than the caterer.
3. Catering equipment including all dishes, bar glassware, and service needs for the event is to be provided by the caterers.  Setup/breakdown must be done within the timeframe allotted for the event unless prior arrangements are made with the Event Coordinator. 
4. All food and beverages must remain within the confines of the venue.


Alcoholic Beverages – Alcohol at any event is limited to beer and wine. It must be controlled and purchased through an approved caterer that is licensed and insured to serve alcohol, or is able to subcontract such a service.  Proof of licensure and insurance must be provided to the Event Coordinator.  The consumption of alcoholic beverages by any person under the age of 21 is prohibited.  All alcoholic beverages must remain within the confines of the venue.  Disorderly conduct of any kind will not be tolerated.

Rental Items – Chairs, tables, tents, dance floors, etc. must be rented from and delivered by our designated rental agent.  This simplifies the logistics of providing your rental needs, and ensures compliance with delivery guidelines to environmentally sensitive sites.  Delivery and setup must be scheduled in advance with the Event Coordinator, and can begin no sooner than 24 hours before the event unless arrangements are made otherwise with the Event Coordinator. 

Music, DJ, PA system – In consideration of other visitors and our neighbors, amplification that is heard beyond the limits of the event venue must be kept within tolerable levels as determined by the Event Supervisor.  We kindly ask your cooperation in this courtesy.  Violation of this policy after repeated warnings will result in the shut down of the source of electricity.

Photography – You have exclusive rights to your venue only during the agreed upon time in your rental contract.  You are welcome to have your pictures taken there before or after that time, but the public cannot be excluded from the area.  You are also welcome to take pictures elsewhere on Kingwood grounds, but we ask that you respect the rights of other visitors to access the grounds.  Please refrain from standing in any flowerbeds, or blocking paths or doorways.

Decorations – In order to preserve the integrity of our facilities, attachment of anything to the walls, ceiling, floors, etc, in any manner is prohibited.  Kingwood has put in place fixtures, hooks, and hangers in some of the venues.  The desired location of decorations must be approved by the Events Coordinator prior to the Event.  Floral decorations must be free-standing.  Only the Event Coordinator has the authority to approve exceptions to these rules.  Those exceptions must be put in written form, and signed by the Event Coordinator.  If additional time is needed to decorate the venue, arrangements must be made with the Event Coordinator.

Final Walk-Thru – In order to ensure that your event runs smoothly, a final walk-thru meeting will need to be scheduled with the Event Coordinator no later than two weeks before the event.  The goal of the meeting is to discuss and confirm the event details, including contact information, floor plans, timeline, rain contingency plans, and set-up schedule.  The rental party is responsible for giving non-Kingwood vendors such as florists, photographers, cake makers, musicians, DJs, etc. the published guidelines by which they are to operate as required by Kingwood Center. 

Vendor Set-up/Deliveries - A written delivery and arrival schedule for all catering staff, delivery personnel, and other persons associated with your Event must be provided to Kingwood at least 48 hours prior to the Event.  Chairs, tables, tents, and any similar event rental items can be set up 24 hours prior to the event, subject to scheduling with the Event Coordinator.  Any vendor needing to set-up or store equipment prior to the event time will need to make arrangements with the Event Coordinator and is subject to availability of personnel and space.  Kingwood is not responsible for any loss or damage to equipment or decorations left for storage before or after the Event time.

Rain Policy – Outdoor venues are subject to the variability of the weather.  Alternative plans should be in place in case of inclement weather.  Most of the outdoor venues can accommodate tents, but may not be available from our designated rental agent if not reserved well ahead of time.  Kingwood will try to provide an indoor alternative if necessary and requested, but indoor venues are limited at Kingwood, and availability is not guaranteed unless rented ahead of time.  A 10’ x 10’ pop-up tent (accommodates about 10 people standing) would be available the day of the wedding with a set-up fee of $50. 

Garden Appearance- Every effort will be made to ensure that your rented space is pristine and beautiful; however, due to enhancements to the garden, seasonal changes, and changing environmental conditions caused by pests and weather, Kingwood Center cannot guarantee that rented spaces or any other part of the property will have the same appearance as when originally viewed.

Smoking – Smoking is not permitted inside any Kingwood facility. Smoking is allowed outside, but all smoking refuse must be disposed of properly.

Candles/Open Flame Policy – The use of candles, or any open flame is prohibited in all indoor facilities.  Caterers may use sterno to keep food warm.  Candles may be used at outdoor venues with the prior approval of the Event Coordinator.  Use of them must comply with the City of Mansfield fire code.  The candles must be in a fireproof container taller than the top of the candle flame.  If candles are used on tables, table covers must be flame resistant (linen, no paper, no plastic).

Pets – Pets of any kind are not permitted at Kingwood Center, unless they are trained as an assist animal.  They must be properly identified as such, and accompanied by the individual (at all times) who is responsible for them.  Horse and carriages are not permitted on Kingwood grounds.


Damages/Liability – You are responsible for all damages, property and personal injury done by yourselves, your guests, and anyone you have contracted for services.  In order to protect our property from damage and liability from personal injury, a certificate of insurance must be presented to Kingwood Center at least 14 days prior to the event, guaranteeing that you are carrying and maintaining, with respect to the event, including set-up and removal, personal injury and property damage insurance coverage under a policy of general liability insurance with limits of at least one million dollars combined single limit for personal injury and property damage. 

Exclusivity – Kingwood Center is a private facility open to the public during normal operating hours.  Rental groups have the exclusive use of the reserved area for the time it has been rented, and although not a 100% guarantee, Kingwood will make every reasonable accommodation to ensure that other visitors do not interfere with the event. For weddings utilizing the Allee and the Kingwood Hall forecourt, the Allee itself, along with the North Terrace (below the Forecourt), will be reopened to the public once the ceremony is completed.

Collaboration – Kingwood Center respectfully requests, but does not require, that you allow Kingwood Center to place membership information in a prominent place at your venue where your guests will see it.

GUIDELINES SPECIFIC TO WEDDINGS


Rehearsals – All rehearsals must be scheduled at least 14 days in advance with the Event Coordinator.  Rehearsals must be scheduled within normal operating hours.  Your rehearsal time is limited to 1 hour, which begins at the time you scheduled.  Additional time is subject to a $50/half hour fee.  If the time goes beyond normal operating hours, you will be subject to an additional After-Hours fee (see After Hours).

Dressing Rooms – The Gate House at the Park Ave. West gate is available to bridal parties who have rented the Allee/Kingwood Hall Forecourt or the South Terrace/Lawn. For those who have rented the Kingwood Hall Assembly Room, the Service Room is available for dressing.  Both rooms must be left in the condition found and vacated by the end of your allotted time.

Photography – You have exclusive rights to your venue only during the agreed upon time in your rental contract.  You are welcome to have your pictures taken there before or after that time, but the public cannot be excluded from the area.  You are also welcome to take pictures elsewhere on Kingwood grounds, but we ask that you respect the rights of other visitors to access the grounds.  Please refrain from standing in any flowerbeds, or blocking paths or doorways.

Aisle Cloths – Use of Aisle Cloths on non-paved surfaces must receive prior approval from the Event Coordinator.

Rice, Balloons, etc. – Due to the sensitive nature of Kingwood’s facilities the throwing or placing of rice, confetti, or birdseed is prohibited.  If you wish to have a flower girl, the “flowers” cannot be artificial in any way, and cleanup is the wedding party’s responsibility.  The use of sparklers, fireworks, or the releasing of balloons is strictly prohibited.
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